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Document Conventions

Overview

Using this
Guide

Text
Conventions

Notes and
Warnings

Welcome to the Grants Online Training Manual. This manual is set up to
provide you with step-by-step information to accomplish tasks within Grants
Online. The manual is logically sequenced based on the National Oceanic and
Atmospheric Administration’s (NOAA) Grants lifecycle process, and is written to
address your role within Grants Online.

Use the following writing conventions as a guide in using the manual. The
manual uses block label text in order to scan for the information desired.

Text; Example What it means.

Text in Bold; Click Done Indicates a command.

Text in Italics; FFO Details screen Indicates a screen.

appears.

Text in Bold Italics; Name Indicates data to be entered into a
field.

Text in All Caps; LOGIN Indicates a field name.

Notes and Warnings are used to indicate information or advisories when using
Grants Online.

Note: A note is used to inform you about additional information

o during the procedure or process.

A Warning! Business process may not work as desired or a
procedure may produce an undesirable effect.
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Grants Online Overview

Overview

Audience

The National Oceanic and Atmospheric Administration (NOAA) offer a variety
of competitive and non-competitive grants or Awards to various communities
including states, universities, and non-profit organizations. Prior to the advent
of Grants Online, the processing of grants was a paper-based task involving
time-consuming human interactions and program polices to process the grants
and to ensure the awarding of the grant was given to the most qualified
applicant for a competitive Award, and for qualified designated applicants of
non-competitive Awards.

As part of NOAA'’s strategy to move scientifically and operationally into the 21
century, Grants Online was developed. Grants Online is an E-Government
initiative to create an automated tool that will support the grant evaluation,
Award management, and operations process. Grants Online significantly
streamlines and unifies grants processing throughout all of NOAA, allowing the
Agency to increase efficiencies related to its mission goals.

Grants Online is designed to answer several issues that occur during the
Award process including:

e Reducing or eliminating paper forms for application.

¢ Providing an interface with Grants.gov to ensure applicants can apply
for grants electronically.

¢ Reducing the processing time by incorporating workflows between
Federal Program Officers (FPO), Grants Management Division (GMD),
Financial Assistance Legal Division (FALD), and Grantees.

e Serving the NOAA community in its efforts to meet mission goals more
effectively.

This manual is developed for the Grants Management Division staff. This
guide provides the user with step by step directions for completing the following
actions in Grants Online:

e Amendments
e Award Action Requests

This guide does not teach policy or business procedures for the Grants
Management Division.

Grants Online Software Description

About
Grants
Online

Grants Online operates in a web environment. As such, you will be required to
use an Internet browser to log in and use Grants Online. No software is
required for installation. As Grants Online is web-based, you may access the
system anywhere at anytime provided that you have Internet access. Login
IDs and passwords are required and will be relayed to you once you are
established within the system.

Note: You must have an Internet connection in order to access
Grants Online.
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Getting Started

Overview

Module
Objectives

Overview

When you use any Windows-based software, navigation and ease of use are
key components. Grants Online incorporates an intuitive Graphic User
Interface (GUI) that assists end users with navigation and appropriate system
use. In this module, you will be shown the basics of Grants Online, including
the look and feel of the system, navigation, and user customizations.

The Getting Started module will review the following objectives:
e Accessing and logging into Grants Online
e Obtaining your password
e Logging into Grants Online

Grants Online is accessible through your web browser, specifically Internet
Explorer.

Accessing Grants Online

1 Click on the Internet Explorer icon on your desktop to open Internet Explorer.

2. Enter the following URL information in the address bar of your browser:
https://grantsonline.rdc.noaa.gov then press ENTER

Grants Online Login page appears

T
— _ Welcome to

KOS Tl

¥ HOAA Homs
* DOC Home
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Logging in to Grants Online
If you haven't already, contact the Grants Online Help Desk to obtain your Username and

Password.
Phone: 301-713-1000 or toll free at 1-877-662-2478

Email: grantsonline.helpdesk@noaa.gov

1.

2. Enter your assigned Username.
3. Enter your assigned Password.

4. Click Enter.

Grants Online

SILAR st Drkes i3t
Fobarad sosbybion for

I pp——

manseent prse g

Limername

* HOAA Homs m
Phidwos

& DOC Home

Favsword
Pl e

» Girants.goy

b Grants
Munagemant
Bivision

If you enter your username or password incorrectly you will see an

Warning!
error message in red on the screen. After three unsuccessful attempts
to log in, the system will lock you out and you will have to contact

the Grants Online Help Desk to unlock your account.

If nothing happens when you click enter, it means the server is
down and will need to be restarted.

If you click on the Grants Online Training link you can view and download

Note:
training material including training manuals, quick reference guides, and online

"
webinars.
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Logging in to Grants Online

5. The Notice to Users screen appears.
6. Review disclaimer information and click OK.

“Log Off

A Notice to Users

This i5 a Federal carmputer system and is the property ofths United States Governmment. Itis for authorized use
anly. Users (authorized of unauthorized) have no explicit or implicit expectation of privacy.

Any or all uses ofthis system and all files on this system may be intercepted, monitored, recorded, copied,
audited, inspected, and disclosed to authorized site, NOAA, and law enforcament persannel, as well as
authorized officials of other agencies, both domestic and foreign. By using this system, the user consents to
such interception, monitoring, recording, copying, auditing, inspection, and disclosure at the discretion of
authorized site or NOAA.

Unauthorized orimproper use of this systern may resultin administrative disciplinary action and civil and
criminal penalties. By continuing to uge this system you indicate your awareness of and consent to these
ferms and conditions of use. LOG OFF IMMEDIATELY if you do not agree to the conditions stated in this
warning.
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Completing Amendments

. In special cases where the list of Award Action Requests are not applicable,
Overview Grants Specialists and Grants Officers have the capability of initiating an

Amendment as necessary on Awards. In such cases, the Help Desk should be
contacted to provide guidance. Once the Grants Officer or Grants Specialist
completes the Amendment, a task for review is sent to the Program Officer.
Once the Program Officer reviews the Amendment, it will be sent back to the
Grants Specialist. The Grants Specialist in turn, submits it to the Grants Officer
for review and approval.

Module The module will review the following objectives:
Objectives e Completing an Amendment in Grants Online.

Creating an Amendment
)

1 Selectthe Award tab.
2. Select the Search link.
3. Search for the Award by entering either of the following criteria: « -~ { Formattea: ulets and Numbering
e APPLICANT NAME
¢ AWARD NUMBER
After you have entered the search criteria, select Submit.
4. The Award is displayed in the search results. Select the Create Amendment link from the «~ =~ { Formatted: Bulets and Numbering
Amendments column.
Walcame tn Grants Daline L smar Rewis
s Search for Award
¥ Search Reports
A | <picant bame: [ ]
Award Humbsr:
Please use the above fiskds to narmow down your sessch
Award Number Searches & not case-senditive, and award numbers can be palll':“},' filed & to get all I'.IdlL'hIIIIJ [LETER
Search Results
Orve itérm Found. 1
Amuendments Partial
Funding
LU 370 Univarsity G0 Accepted Enforcament
af Marsal 1 wand
Chicaga 5/31 thiz
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5. The following screen is the Amendment to Financial Assistance Award and includes the

following:

CFDA NUMBER
GRANT TYPE

AWARD NUMBER
AMENDMENT NUMBER
RECIPIENT NAME
STREET ADDRESS

AMENDMENT START AND END DATES Please note The Amendment Start
and End Dates are not part of the official CD-451. They are for internal reporting
purposes only and cannot be used to extend the Award. A no-cost extension must
be created to actually extend the Award period.

PROJECT TITLE and PROJECT DESCRIPTION

To enter the reason for the Amendment, select the Enter Reasons link. You may also enter
Special Award Conditions by selecting the Special Award Conditions link. The Line Budget
link and the Other link are also listed at the bottom of the page. Please note, in the Costs
section, the manual override button is greyed out for non-funded Amendments.

Amendment to Financial Assistance Award

Raaspn(s) for dmasdmane:

Version 2.7
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Reason(s) for Amendment

1.

2.

To enter a reason(s) for the Amendment, select the link entitled Enter Reasons in
Reasons(s) for Amendment section from the Amendment to Financial Assistance Award
page (see step 5, page 7). Selecting this link will bring you to the Enter Reason screen. You
may enter a reason(s) by either entering the reasons in the text field or by selecting the
Reason Template Language link.

R

T T =
ncracpion | catisagns | "o | i

ieleame t Grants Galine 4 amas Rerin oy i

* Search Reports. Hesdar
ENREARE | croa e aner Cro1/zns - Pragram Fiheries Sautt]
i Nomber e Pariod: ol omes Citen oy

o Natr Fnamen  PrUSTEMOMeOr gy PrOGRAmOMERr el
Total Federol ; Tatal Non Federal . .
Funding: $100,000.00 unding: $0.00 Multi-vear: es
Orgosization Name: TSV S Elgconic Racipients fo ASAP Racipiont:
Progross Report 1 Financial meport
Frequency: = A ly. Frequency b
Project Title: GMD Manual 5/31

Enter Reason

Spell Check

Upon selecting the Reason Template Language link, the Template Language screen is
displayed. Place a check in the checkbox in front of the language you would like to include as
a reason, followed by the Save button.

symam Hansge
nt | aaministration | camincations |

Header
oFDA i Award Pragram Fizhanes Sauthwest Pegion Program
Number: . Period: office: office (SW)
progrom Maze Finaman  PTOgTEM Officer Progrom OMICEE 1., framenitest.gou
e % i# Phona: Email: i el
Iptairenel fiogmca  qorehNenFeserat gy g -
Urivershy of o _—
Orgenization Name: Checago Electronic Reciplent: 1 ABAF Recipient:
progruss kepart e Financial wepore
foti it sem-armusiy E W
Project Tithe: GMD Manual 5/31

Template Language

 tha pragact ontitled TETLE gar the recipant’s g

simct wtitied TITLE per the recipmnt's appl Jated DATE, ard

DATE through DATE
mandment (s DATE through DATE
v Standars Awand Conditicns,

Concitian W, MU o the crignst sward, which

e FaUrth INCFRAMANE of Tnds Lndor tha cocard yaar o n I Suppcet of CILER 35 dataiiad m ol
herizad -7

mants, cblgaticns. o

¢, the closacut penad has been exterded 1a DATE in ardar ta submit final reparts and craw down|
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The Enter Reason screen is displayed and now includes the language selected from the
Template Language screen. Please note, you can modify and edit the text in the Enter

Reason text box. Select the Save button to save the reason(s) and return to the Amendment

to Financial Assistance Award page.

= Award
FREG ) Parod:
Pragrarm Officer
Phane:

Nazir Finamen

Total Fedaral Total Non Fedaral
Funding: £190.000.00  punding:
Organization Name:

Progress Report Financial Report
Frequency :

Frequency:
Project Title:

Electranic Recipient: fic AsAP Recipient:

o7/01/2006 -
o7/01/2008

111-113-1111 nazir finamendite
$0.00 Multi-vear: ves
ves

n/a

Enter Reason

Version 2.7

9



Grants Management Division, Grants Online Training Manual, Amendments and Award Action
Requests

Special Award Conditions

1. To add a Special Award Condition (SAC), select the link entitled Special Award Conditions
from the Amendment to Financial Assistance Award page (see step 5, page 7).

2. The Special Award Conditions page is displayed. Select the Create from Scratch link to
create a Special Award Condition (SAC) from scratch. Available SACs are listed under
Available Special Award Conditions. Special Award Conditions that are associated with
this Award are listed under Associated Special Award Conditions.

A Haader Tnlarmation-

Cumant 10: aoz4908 CFDA Mumbar: 11,431

Annaunchment Typn: tritial subprogram: M Compatitn
Fu Southwast e S i
:;‘I"'""L";'I’__nw"'""""" MY 5~ 50 -200E- 000721 Asshinad Prigeam offlca: ,g:.']"" KteEns e XS M T
ticnal Marne Fisharies :
Lines Dl sttt ot Assignad Program Officer:  null Kazr Fnamsn
RFA Namn: D Manual 5431 Nancompmtitivn BEA Typm: - Congrmencraly Dirsctad (5aft S amak )
Flacal ¥or: znie

Apphlication Header Tnformation

Application 10 FOF407 Arvord Mimber HADBNMF 4330007
Applicant Mama; Ursvsrsity of Cheago Application Receipt Dute: 15252000

Project Titde: GMD Marwal 6731 Applicant Type: Independent Gochool Dastrict
Program Officer Magir Finamen DuikE Numbar 123456709

Foderal Funding Roquested: £100,000,00 Type of Gubmission

Typa af Agplication:

Special Award Conditions

Availabls Special avard Conmditions
[ S WO NN U e F i e e e )

MALTI-YEAR SAC Tor Hew Awards and amandments (encest fnal year) Add the
ard (REVISED) before the Sec for Amendments. Tha anly revaion for smendrsnts
wauitt b the flnding smaunt avaisaie (e,

ward niambar <AWARD_NUMBER:, to <RECIPIENT MAME:, supports the wark
e i the Pacipient's progosal entitlad <PROJECT TITLEs dated <&PPLICATON
hieh s neorparated nto the aeard by

For Incresuss; Whin the Faderal shars af & grant ar cocparative sgresment awsed |
Is Increassd to not more than 5% of the requestedt amount, the foiowng language
will b Inchicad i Che award cocumarn

For fisductians:  Wihan tha Fedaral thare of 3 grant oe eooperative agraamant

award i E% or ise than that racuestad dua te Congraseiansl reEiman and/or other
required redyctions, the follawing largu

waridieng Sparsal Award Cnditions
sl

lig Special award Conditions are pendng for inis smenpment

assuclatud Spu ol Award Conditions

nanscamp rf Eraining Amurdmunt 0 FFF Ty
Bragrammatic
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enter a description of the SAC. To save the SAC, select Save followed by Done.

uburen bn Gt Dubus Rages Erasr Lug O

RF A Header Information—

Document 10 2023836 CFDA Number: 11,433
Announcement Type: Iritisl BubiFrogram: NE Competitive
ettt M- BW-2006-2000516 Assimneit Program Offics: |21 St

T . R S N L S Ansignad Brogram officar: ol Masr Prsmen
RFA Nama: 3l 503 Mancampatitive BEA Typa:  Congracsonally Diecs|
Fiscal Year:

rApplication Header Information
Application 10 o Avines] Nisnkiee
z i Application Eecsipt Dats
Applicant Typa:
DLNE Marmbsar:
Tywe af Sulimission:
Tyype af Application:

Mazif
Fodarsl Funding Reqsastod - 1000

special Award Condition Details

pr— [Foe Specet Aowsed Cor

Cescription: * ter Descrption Here

Spedl Chieck

Ragponse Reguied: [ Fus Date: immdddieryy)  Satafisd Date!
Typs: Acministratue  Panding

3. Upon selecting the Create from Scratch link, the Special Award Conditions Details page is
displayed. In the NAME field, enter the name of the SAC and in the DESCRIPTION field,

To view an available SAC, in the Available Special Award Conditions section select the
name of the SAC from the first column. To select the available SAC, select the Template link

from the Options column for the SAC you would like to add.

aAvailable Special Award Conditions
Mame Description

wiould be the funding amount available (i.e.,

DATE=, which is incorporated into the award by

will be included in the award documen

required reductions, the following langu

veard  MULTI-YEAR SAC for New Awards and amendments {except final year) Add the
word (REVISED) before the Sac for Amendments. The only revision for amendments

This award number <AWARD_MNUMBER=, to <PECIPIENT NAME=, supports the work
described in the Recipient's proposal entithed <FROJECT TITLE> dated <APPLICATON

For Increases: Whean the Federal share of 3 grant or cooperative agreement award
is ncreazed to not more than 5% of the reguested amount, the following language

For Reductions: When the Federal share of a grant or cooperative agreement
award i5 5% or less than that requested due to Congressional recision and/or other

Options
Template

ampiate
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11



Grants Management Division, Grants Online Training Manual, Amendments and Award Action
Requests

5. Upon selecting the name of the SAC, the Special Award Condition Details page is displayed
and includes the details of the selected SAC. Select Cancel to return to the Special Award
Conditions page.

[FFA Haader §
| Decomare m
A Typa:

Fuaciog CpEornty
P

ErTa s
Belmgran:
Annlgred Frogram G

Lav obbee Aaabgrdl Frogras o
BFA Mamat
Flues! Yo

AnnEnmgsttive BEA Tyge:  Congr

Apslication Header [rdormmatizn
appricatian 1D
sgplicast Hama
| eraject vusa:
Fragrar oo raas
Tudural Tt Bopsetan:

Awyord Fasmsbenr Pl 4 S0
B K 8 e 1 B
suphcont Ty
AT Sarrrar
Tap o Babmissbar
Trpa m Appication:

6. Upon selecting the Template link, the following page lists the NAME of the SAC, as well as
the details and is editable. To save changes, select Save followed by Cancel.

Special Award Condition Details

Hame: [Multi-Vear Special Avward Condian

Description: *  [Add the ward (REVISED) Befare The Gat Tor Amendments. THe only revision Far =
=mendments would be the funding amount availabie (i.e., total amaunt awarded)
2nd the end date of the funding period

1.(MULTI-¥EAR) The award period and budget(s) incorporated into this award
cover a (Number of years) -year period for 2 total amount of (Total Federal Award
Amount} in Federal funds. Howewver, Federal funding availsble at this time is limited
to (Total smount awarded on the €D 450/451) for this funding period. Receipt of —|
funding is gent upon the of funds from Congress,
==tisfactory performance, continued relewance to program objsctives, and will be
=t the sole ciscration of the Department of Commerce. The Departmant of
Commerce is not lisble for any P L or which
irwolve any amount in sxcess of the Fedsral amount pressntly availsbls. The
Recipient will ba responsible for any and all termination costs it may incur should
prospective funding not become avaiable. No legal lisbility will sxist or result on o

Spell Chack

Ass) on Edits:

Response Required: [ Due Date: (mm/dd/yyyy)  Satisfied Date:

Type: Adminstrative  Pending

[sove § pone | conce |
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The Special Award Conditions page is displayed. The selected

SAC is now listed under

Pending Special Award Conditions. Select the Edit or Remove link if you would like to edit
or delete the SAC. Select Save Amendment and Return to save your changes and return to

Amendment to Financial Assistance Award page

b | s | ampiicarion SEREE

RFA Header Informat

CPTA M ke
b T

Deresirrn 10 Taz4uns
AR Ty Iritial
bt did ot PE S - S e - 0007 L

P bl Masirin Fisharias Service

A SR SO TR

Lin QFfice: i Asskqred Progrem e
RFEA M GMD Mans 55 Monoompetitive REA Type
Flxenl ¥mar: Fone

11433
HE Compatitive

Fshaing Sauthemet Region Frogrems Offcos
]

B HazT Finamen

Congrossonaly Directed (Soft Eanmad)

—Application Hesder Informatio

Appiization 1Dz Worvard Numbimr
Applicant Nsma
Fropect Tiie LT Applicant Ty
Program OHicer Hazr Fnamaen OLNE Kurmbar:
Fodaral Funding lequestaed: §106,000.60 type of Bubmission

Type of Applicotion:

2o=ER0T

of Chicago

HADSAMPF 2320012
application Mocoipt et 0520008

Irdependent Schnol Tastrct
123458700

Special Award Conditions

[Avnilnhin Apmcinl Avard Condltons

word (FEVISED ) baform the Gac for &mencments
would be the Runcing semaurt svaistls (on.,

wil i ncluded in the award docyman
Par Raduc Eon:
awiard is 5%
Fuepired FudlE i

MULTI-¥EAR SAC for Hew dsards and amendments (sscept fns) psar) #od the
The critg rewmion for smendmernts

FROMECT TITLES da18d <APELIZATON

This award ot AW ARTS_MUMBES S, 10 < RECIFIENT MAMES, Supi
L b BECEEnt's propoEat anttied -
DATER, wi NCOparated in1o ha award by

For Increasss; When the Federal sham of a grant o cooperative sqneement sward |
Ig InCreassd to NoE more Than 5% af e tequestsd amount, the folowng b gusge

‘it L Fadiral share of & grent ar cooperatoes @gresment
r 1

el Ll i

Funding Special Aveard Condigisn

GMD P

Ansnciatud Spacial Avard Conditians

nir-cami e traming

amendiiurt 0 B e

adrrireatr ative
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CD-451 Report

1. Upon selecting the CD-451 button at the bottom of the Amendment to Financial Assistance
Award page (see step 5, page 7), an Adobe Acrobat file opens in a separate window
displaying the CD-451. You may save and/or print the report using the save or print icons. The
CD-451 is the Department of Commerce Amendment to an existing Award.

' S S BOB| @)W < ke[ @ DOEE SN
g7 @ B-2 B¢ --B&|EHEE G

ot OF
Y-""\I_p—:“‘s,. UNITED STATES DEPARTMENT OF COMMERCE
7 T mariers] cosmic md Ammcepheris Adwinisrrarien

» CEfice of Fmiisitim and Gents
scement: Divieion
Weat Hiclway

@h Floor, Room 9336

Sibver Spring, MD 20910

| signetures | Commants Y Trustrats " Bookmarks |

This amendrent approved by the NORA Grants Officer constitutes an obligation of Federal
furdding. By elsctmonicslly signing, the Recip agress to oomply with the Amerdment
provisions cheded on this doarent, as well as provisione incorparated into the fwerd, If ot
electrnically signed withot modification by the Recipient within 30 days of receipt, the Grarts
Officer mery unilaterslly terminate this Amencment.

SAC Report

1. Upon selecting the SAC Report button at the bottom of the Amendment to Financial
Assistance Award page (see step 5, page 7), an Adobe Acrobat file opens in a separate
window, displaying the Special Award Condition Report. You may save and/or print the report
using the save or print icons.

EX=) = #E BR[O - @ m[rsﬁ,_;__m-__';g
ma-T-8E-F-L-Ba|0EHE S
7

May 3, 2006 12:54:49 M

Special Award Condition Report

Buard Number: NAOENMF4330031
Amendment Number: 2
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14



Grants Management Division, Grants Online Training Manual, Amendments and Award Action
Requests

Submitting the Amendment
|

1 Once you have verified and entered the necessary information, select Save followed by Save
and Return to Main.

Amendment te Financial Assistance Award

EFEA S vbmsr Bk

S baani s

Preceet Doz

G Marasl 531

Burwau Fund Fivcol Yeor Frofec-Task Orgasicofion  Object Glass

Reasonis) far s mare:

Review Amendment task: Grants Specialist
. |

When the Grants Specialist completes an Amendment, upon submission of the Amendment the
Review Amendment task is sent to the Grants Specialist.

1 Select the Inbox tab.
2. select the Tasks link.
3.

Select the View link for the Review Amendment task.

Version 2.7
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» Advisories

* Notifications
* Archive

* Tasks

* Send Message Al =l open ¥| Apply Filter >>

* Manage Workflow
Tasks

S

Log Off

Application

Welcome to Grants Daline Regine Fvans

Inbox Tasks

Document Type Status

10 items found, displaying all items. 1

View vard Numb me Document

Tune

89375 NADENMF4330012 Review Not Amendment 2024924
Amendment Started

4. The task launch page is displayed. From the action drop down menu, Grant Specialists can
select from the following options:

Version 2.7

Edit Special Award Conditions
Forward to CAMS First Approver
Forward to FALD for Review

Forward to Grants Officer for Review
Forward to Program Officer for Review
Reject

View Amendment Details

e -~ R
”w Application UTICE ,, Account System [  Manage [ p.oqqe
&ranfs Onime | |

Wielcome ko Granks Online Raging Evans “Tap off
> Search

Amendment - NAOGNMF4330012

* Search Reports

N o 1d: 2024924
Manage Recipient :
Users Creator: Regina Evans Create Date: 05/31,/2006
status: Amendment Review Amendment Not Started  Status Date: 05/31/2006

Last Edited User: Regina Evans

Action:  [Bleaze select an action EIR submit |

Edit Special Award Ci
Forward to CAMS First Approver
Forward to FALD for Raview

Forward to Grants Officer for Review
Forward to Program Officer for Review o
Feject

Wiew Amendmant Details

Save Comment

e previous workflow history and commants

Comment:
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View Amendment Details

1 Select View Amendment Details from the Review Amendment task action drop down
menu, followed by the Submit button. This option allows you to view the Amendment details,
which include the CD-451. To view the previous workflow history and comments, select the
link entitled View previous workflow history and comments. If you would like to enter
comments, enter and save the comments in the COMMENT field before submitting the action.

- P
' manage
Cartificati \"""""

"log Gff

Weltome te Gants Online Regina Evans

* Search

Amendment - NAOGNMF4330012
* Search Reports

e e Id: 2024924
Manage Recipient 3
Usars. Creator: Regina Evans Create Date: 05/31/2006
status: amendment Review Amendment Not Started  Status Date: 05/31/2006

Last Edited User: Reqgina Evans

ction:  [please select an sction =

. [Edit Special Award C
COMMENL o yard t0 CAMS First Approver =
Forward to FALD for Revisw
Forward o Grants Officer for Review
Forward to Program Officer for Revisw
Reject
View Amerdment Details

Save Comment
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2. Upon selecting the option to View Amendment Details, the Amendment to Financial
Assistance Award page is displayed and includes the following:
e CFDA NUMBER
e GRANT TYPE

AWARD NUMBER
AMENDMENT NUMBER
RECIPIENT NAME
STREET ADDRESS

AMENDMENT START AND END DATES Please note the Amendment Start and
End Dates are not part of the official CD-451. They are for internal reporting
purposes only and cannot be used to extend the Award. A no-cost extension must
be created to actually extend the Award period.

PROJECT TITLE and PROJECT DESCRIPTION

Please review the Completing Amendments section (page 6) for the details on each section of
the Amendment to Financial Assistance Award page.

Version 2.7

Amendment to Financial Assistance Award
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Edit Special Award Conditions

1. From the Review Amendment task action drop down menu, select Edit Special Award
Conditions followed by Submit. This option allows you to view/edit the Special Award
Conditions (SACs). To view the previous workflow history and comments, select the link
entitled View previous workflow history and comments. If you would like to enter
comments, enter and save the comments in the COMMENT field before submitting the action.

cManane T pon m

Welcome to Gants Online Reging Evans

» Search
Amendment - NAOGNMF4330012
* Manage Recipient 1d: 202_492"

Users. Creator: Regina Evans

* Search Reports

Last Edited User: Regina Evans

Greate Date: 05/31/2006
Status: Amendment Review Amendment Not Gtarted  Status Date: 05/31/2006

Tog OFF

action:  [piease select an action B

Commaent: Edit Special Award Ci

Forward to CAMS First Approver
Forward to FALD for Review

Forward to Grants Officer for Review
Forward to Program Officer for Review
Reject

Yiew Amendment Details

Save Comment

2. The Special Award Conditions page is displayed. Select the Create from Scratch link to
create a SAC from scratch. Available SACs are listed under Available Special Award
Conditions. SACs that are pending approval are listed under Pending Special Award

Conditions.

mmmmmm o:

ARRBURCETE TR

Fuanding Opport ity
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AsSHInE Progrom Office:
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REA e
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Asstgred Progrem Oficer:

Noacompotitive REA Type:  Con

jnr Program Crifcn

by Directed (oM Eammat)

Header

Applisatien 1D FEE—
icago Appll Macalpt Bate
' Applicant Typa:
[T
Typ of Subimission
Typo of Applcation

MADasRar 330012

Fudural Funding fhoquestad: $200,000 500

Special Avward Conditions

Anssisatud Spmcial Avard Canslitions

la traning Amendmunt 0 ErE
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3. Upon selecting the Create from Scratch link, the Special Award Condition Details page is
displayed. Inthe NAME field, enter the name of the SAC and in the DESCRIPTION field,
enter a description of the SAC. To save the SAC, select Save followed by Done.

e g ey Aot Hanags
Tah RFA | Appitc -

[r— [ [

abimrss wn Grmis Oubes Rayes Posas

RFA& Header Information-

Document 10: 2023836 CFDA Numbor: 11.433
Announcement Type: Iratisl BulbFrogram: HE Competiive
Fusding Gpportunit LESE Fishanies Southwest
Eimiloni G ¥ WAFE-5W-2008-20005 14 Assignad Program Offics: [0

Bl | Line offica: e Ffeces Sarich Avshgnad Program IRGER: Ul Nasr Frsmen
BFA Name: Momcampatitive BFA Typa:  Congraesionally Diraci
Fiscal Year: 2008

rApplication Headar Infarmation

Application
Applican
Erojoet Titha:
Erogram Officer
Fadural Funding Reqsestoed: £100,000.

Avamrel N
Applic
applican
DLINE Rambar:

Typa af Submissioa: e
Type at Application: Cantivuation

nEnolled Inetmutiol

Special Award Condition Detalls

s * [Eviee Spacat fursrd o

Desserigtion: * [Erter Dezcrphion Hers

Rogporcs Requied: [ Pus Date: (mmfddieypy)  Sabshiad Datat
Typs: Acmenistrativa  Panding

4. To view an available SAC, in the Available Special Award Conditions section, select the
name of the SAC from the first column. To select the available SAC, select the Template link
from the Options column for the SAC you would like to add.

Available Special Award Conditions
WETHT=] Description Options
ward  MULTI-YEAR S&C for Mew Awards and smendments {sxcept final year) Add the Template
word [FEVISED) before the Sac for Amendments. The only revision for amendments
would be the funding amount available {i.e.,
This award number <aWARD_NUMBER:=, to <RECIPIENT NAME=, supports the work
described in the Recipient's proposal entitled <PRCJIECT TITLE= dated <APPLICATON
DATE>, which is incorporated into the award by
Spacisl For Increases: When tha Faderal share of a grant or cooperative agreement award Template
o0 is increased to not more than 5% of the reguested amount, the following language
will be included in the award documen
For Reductions: When the Federal share of a grant or cooperative agreemeant
award is 5% or less than that requested due to Congressional recision and/or other
reguired reductions, the following langu

Partial
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5.

6.

Upon selecting the name of the SAC, the Special Award Condition Details page is displayed
and includes the details of the selected SAC. Select Cancel to return to the Special Award

Conditions page.

Lare e
| wrasarra:

1
|
|
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|

Dacimand -
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| Program e
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|
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| agprtian in 181 st vassibast AR 400
sgplicant Spom
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Apphoant Type T
DAE Nuirbar. X
Typa of Babriasian
Trpa of Appication:

Upon selecting the Template link (see step 4, page 20), the following page lists the Name of
the Special Award Condition, as well as the details and is editable. To save changes, select
Save followed by Cancel.

Special Award Condition Details

rame:

[Matti- Yoar Special Awad Condton

[cld the word (FEVISED) before the Bac far The only revision for
=mendments would be the funding amount svailable (i.e., total amount awardsd)
2nc the end date of the funding penod.

L{MULTI-YEAR) The award period and budget(s) incorporated into this award
cover = (Number of years) -yesr pericd for 2 total smount of {Total Federal Award
smount) in Faderal funds. Howswver, Federsl funding available at this time is limited

to {Totsl amount swarded an the CO 450/461) for this funding period. Receipt of —}

any funding is i pon the ity of funds from Conaress,
satisfactory performance, continued relewance to program objectives, and will be
at the sole discration of the Department of Commerce. The Department of
Commerce is not liable for any expenditures, or its which

involve any amount in excess of the Federal amount presently availsble. The
Recipient will be responsible for any and all termination costs it may incur should
[prospective funding not become avadable. No legal liability will smst or result on

on Edits:
Response Required: [ Due Date: (mmidd/yyyyy  Satisfed Date:

Type: Administrative  Pending

[save | pone | cancel |
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The Special Award Conditions page is displayed. The selected SAC is now listed under
Pending Special Award Conditions. Select the Edit or Remove link if you would like to edit

or delete the SAC. Select Save Amendment and Return to save your changes and return to
the task launch page.

S
Assigned Program office:

Asskqned Progrem oficer:

Nonoompotitive REA Type:  Congrossonaly Dinected (Soft Eanma)

Header

agplication 10
applicant Momea

by

Type of Appsi

Special Award Conditions

Punding Spmcsal Aveard Conditivan
GMD P

Ansaciotud Special Avard Conditions

Amsndmunt 0 BFE

Forward to CAMS First Approver

1. From the Review Amendment task action drop down menu, select Forward to CAMS First
Approver followed by Submit. This option allows you to forward the Amendment to the
CAMS First Approver. To view the previous workflow history and comments, select the link
entitled View previous workflow history and comments. If you would like to enter
comments, enter and save the comments in the COMMENT field before submitting the action.

e
Amendment - NAOGNMF4330012
1d: 2024924
Creator: Regina Evans Create Date: 05/31/2006
Status: Amendmant Raview amendment Not Startad Status Date: 05/31/2006
Last Edited User: Pegina Evans
Action:  [Please selsct an action =
commen: [EGIt Spacie Awar Con B
Forward to CAMS First Approver
Forward to FALD for Review
Forward to Grants Officer for Review
Forward to Program Officer for Review
Reject
Yiew Amendmeant Details
Version 2.7
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2.

After completing the task the following screen is the Inbox Tasks screen. The following note

is displayed across the top of the screen:

e Task “Review Amendment — Forward to CAMS First Approver” is complete.
Please note, a task to review the Amendment is sent to the CAMS first approver, removing the

Review Amendment task from the inbox of the Grants Specialist.

Welcoma to Grants Online Regina Evans

‘Log Off

ot Inbox Tasks
¥ Notifications

* Archive

Task 'Review Amendment - Forward Lo CAMS First Approver' is complete.

* Tasks
Document Type Status
*F Send Message -
& Al =] [Gpan =] Apply Filter >>
* Manage Warkflow
Task:

L0 items found, displaying all items, 1

g 89377 NADGNMF4330012 Review ot
Amendment Started

Forward to FALD for Review

1

From the Review Amendment task action drop down menu, select the option to Forward to
FALD followed by the Submit button. This option allows you to forward the Amendment to
FALD for review. To view the previous workflow history and comments, select the link entitled

View previous workflow history and comments. If you would like to enter comments,

enter and save the comments in the COMMENT field before submitting the action.

Amendment - NAOGNMF4330012
1d: 2024924

Creataor: Regina Evans Create Date: 05/31/2006
Status: Amendment Review amendment Not Started Status Date: 05/31/2006
Last Edited User: Regina Evans

Action:  [Plesss selsct an action IR submit |

. [Edit Special Award Ci i
oMt | orward to CAMS First Approver
Forward to FALD for Review
Forward to Grants Officer for Review
Forward to Program Officer for Review
Raject
View Amerndment Details

Save Comment
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2. After completing the task the following screen is the Inbox Tasks screen. The following note
is displayed across the top of the screen:

e Task “Review Amendment File — Forward to FALD” is complete.

Please note, a task to review the Amendment is sent to FALD removing the Review
Amendment task from the inbox of the Grants Specialist.

Welcome to Grants Online Regina Evans

“Log Off
* Advisories

Inbox Tasks
* Notifications

* Archive Task 'Review Amendment - Forward to FALD for Review' is complete.

v Tasks
Document Type  Status

* Sond Message |ﬂ||| _'J |Opan :_J Apply Filter >>

* Manage Workflow
Tasks

Forward to Program Officer for review

1 From the Review Amendment task action drop down menu, select the option to Forward to
Program Officer for Review followed by the Submit button. This option allows you to
forward the Amendment to the Program Officer for review. To view the previous workflow
history and comments, select the link entitled View previous workflow history and
comments. If you would like to enter comments, enter and save the comments in the
COMMENT field before submitting the action.

Amendment - NAOGNMF4330012
+ 1d: 2024924

Manage Recipient

Users Creator: Regina Evans Create Date: D5/31/2006

Status: Amendment Review Amendment Not Started  Status Date: 05/31/2006
Last Edited User: Ragina Evans

action:  [Piease select an action =]

. |Edit Special Award Ci
Comment:| 0 ord to CAMS First Approver
Farward ta FALD for Review
Farward to Grants Officer for Review
Farward to Pragram Officer for Review 4
Reject
Wiew Amendment Details

Save Comment
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2. After completing the task the following screen is the Inbox Tasks screen. The following note
is displayed across the top of the screen:

e Task “Review Amendment File — Forward to Program Officer” is complete.

Please note, a task to review the Amendment is sent to the Program Officer removing the
Review Amendment task from the inbox of the Grants Specialist.

"m Application
ety Chdine
Weleame to Gramts Onlime Reging Cvans Lun ar

F Advisorias

Inbox Tasks

¥ Notifications
¥ Archive Task 'Review Amendment - Forward to Program Officer for Review' is complete.

¥ Tasks
Diocument Type Status

fall =l |open =] Apply Filter >

¥ Send Message

¥ Manage Workilow
Tasks

Rejecting an Amendment

1. From the Review Amendment task action drop down menu, select the Reject option
followed by the Submit button. This option allows you to reject the Amendment. To view the
previous workflow history and comments, select the link entitled View previous workflow
history and comments. If you would like to enter comments, enter and save the comments
in the COMMENT field before submitting the action.

S
Aceount
Management

ko System Manage | oo
oo e e

Welcome tn Grants Onfine Regina Fvans "Log oif

Amendment - NAOGNMF4330012

1d: 2024924

Creator:; Regina Evans Create Date: 05/31,/2006
Status: Amendmant Review amendment Not Started Status Date: 05/31/2006
Last Edited User: Fegina Evans

Action:  [Please select an action =]

. [Edit Spacial award C
COMMENt: oo ard to CAMS First Approver
Forward to FALD for Review
Forward to Grants Officer for Review
Farward to Program Officer for Review
Reject
View Amendment Dstails

Save Comment
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2.

The following screen is the Reject Award File screen. In the comment field, please explain the
reason(s) for rejecting the Amendment. After entering the explanation, select the Done button.

NeAaa y P R
e RFA | Application | Award | management | Administration | Certifications | ®2Forts | Hel

Header Infarmati

Aviard 07/01/2008 - Program

Periad: 07/01/2008 Office:

Program Officer
t

11433

e Program Officer
Nazir Finamsn 111-111-1111 bl

Non Federal
ing;

Total :
#100,000.00  [OAE $0.00 Multi-year:
Ll o i< Reciplent: 1o aciplent

ke Elactronic Reciplent: 1 ASAR Raciplent

Semi-annually A

Project Title: GMD Manual 5/31

Reject Award File

Please antar commants

Spall Chack

The following screen is the Amendment page. Please note, upon rejecting an Amendment file,
the STATUS indicates the Grants Specialist completed the task and rejected the Amendment.
To view the previous workflow history and comments, select the link entitled View previous
workflow history and comments. Please note, in the Associated Documents section, the
Award file for the Amendment is listed as Award File Rejected. The status is listed as
Rejected as well.

Welcame b Grants Online Feqina Evans.

Amendment - NAOGNMF4330012

» Advisories

¥ Notifications

Sy 1d 2024924
Creator: Beqina Evans Create Date: 05/31,/2006
il Cotatus: Ezizctes | Status pate: 05/31/2006
* Sand M. Last Edited User: Regina Evans
+ Manag:
Taskes
This document currently has no tasks assigned to you, Howsver, you may | e t t 1 sat |

rAmendment Header Information

CFDA o - s Program 1 "
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Program : Program Officar 11111111 Program Officer :
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Fadaral Funding: £0.00 Nan Federal Funding: §0.00 Grants Specialist:  Fegins A Evans
Project Title: GMD Manual 5731
Organization
e University of chicago
Multl-vear: No

Sub Documents
Notrung found te display

Associated Documents

om found. 1

Award File
Poiscted

23 GMD Manual Regina  05/31/2006 Regina Evars Aejectad 05/31/2006
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Version 2.7

26



Grants Management Division, Grants Online Training Manual, Amendments and Award Action

Requests

Forward to Grants Officer

1

From the Review Amendment task action drop down menu, select Forward to Grants
Officer for Review followed by the Submit button. This option allows you to forward the
Amendment to the Grants Officer for review and approval. To view the previous workflow
history and comments, select the link entitled View previous workflow history and
comments. If you would like to enter comments, enter and save the comments in the
COMMENT field before submitting the action.

System Manage

Administration | Certifications | " oPO!tS

Amendment - NAOGNMF4330012

1d: 2024924
Creator:; Regina Evans Create Date: 05/31,/2006
Status: Amendmant Review amendment Not Started Status Date: 05/31/2006

Last Edited User: Regina Evans

Action:  [Please select an action =]

Edit Spacial Award Condi

Forward to CAMS First Approver
Forward to FALD for Review

Forward to Grants Officer for Review
Forward to Program Officer for Review
Reject

view Amendmeant Details

Comment:

Save Comment
pre corkflow history and comemen

After completing the task the following screen is the Inbox Tasks screen. The following note
is displayed across the top of the screen:

e Task “Review Amendment File — Forward to Grants Officer” is complete.

Please note, a task to review the Amendment is sent to the Grants Officer removing the
Review Amendment task from the inbox of the Grants Specialist.

- ——
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S Account System Manage
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Weltame ta Grants Dnline Regina Evans -l.(q] o

F Advisories
Inbox Tasks
F Natifications
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Review Amendment task: Grants Officer

Once the Grants Specialist forwards the Amendment to the Grants Officer or if the Grants Officer
creates the Amendment, the Review Amendment task is sent to the Grants Officer.

1 selectthe Inbox tab.

2. Select the Tasks link.

3. Select the View link for the Review Amendment task.

* Advisories

Log OfF

Inbox Tasks

* Notifications

* Archive

* Tashs Document Type  Status

* Send Meseage e =l [open =

* Manags Workilow
Tasks

Apply Filter >>

12 items found, displaying all items. 1
i CompletedApplicant|Proposal

Date feumber

Yimw 89404 NADGNMF4330012 Pevew Hot
Amandment Started

Amandment 2024926 Univarsity N/A
of

12:05:48 Chicago
EDT 2006

4. The task launch page is displayed. From the action drop down menu, Grant Specialists can
select from the following options:

e Approve
e Edit Special Award Conditions
e Reject

e Return to Grants Specialist
¢ View Amendment Details

Weltaane tm Grants Online Lamasr Reves Leg OFF
* Advisories

Amendment - NAOGNMF4330012

1d: 2024926

* Notifications
* Archive
Creator: Mazir Finamsn Create Date: 05/31/2006
Status: Amendment Review Amendment Not Started — Status Date: D5/31/2006
* Send Messape Last Edited User: Mazir Finamen

* Manage Workflow
Tasks

* Tashs

Action:  [please selact an action B submit |

. |Approve
T o i el € owihit s
Reject
Return to Grants Specialist
Wiaw Amendrmant Details

spell Check
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View Amendment Details

1. Select View Amendment Details from the Review Amendment task action drop down
menu, followed by the Submit button. This option allows you to view the Amendment details,
which include the CD-451. To view the previous workflow history and comments, select the
link entitled View previous workflow history and comments. If you would like to enter
comments, enter and save the comments in the COMMENT field before submitting the action.

”% Inbox 1Y icati Apabam Camiege o | Reports
Eranty |

Welcame tn Grants Dnline Lamas Revis

‘Log O
+ Advisaries

Amendment - NAO6NMF4330012

Td: 2024926

* Notifications
* Archive
Creator: Nazir Finamen Create Date: 05/31/2006
status: Amendment Review Amendment Mot Started  Status Date: 05/31/2006
B Last Edited User: Nazir Finaman

* Manage Workflow
Tasks

- Tasks

Action:  [plaase selact an action B submit |

Approve

o e i e Eowilil i
Rejert

Raturn to Grants Specialrsl
Wiaw Amendment Details

spell Check

Version 2.7

29



Grants Management Division, Grants Online Training Manual, Amendments and Award Action

Requests

2. Upon selecting the option to View Amendment Details, the Amendment to Financial
Assistance Award page is displayed and includes the following:

CFDA NUMBER
GRANT TYPE

AWARD NUMBER
AMENDMENT NUMBER
RECIPIENT NAME
STREET ADDRESS

AMENDMENT START AND END DATES Please note the Amendment Start and
End Dates are not part of the official CD-451. They are for internal reporting
purposes only and cannot be used to extend the Award. A no-cost extension must
be created to actually extend the Award period.

PROJECT TITLE and PROJECT DESCRIPTION

Please review the Completing Amendments section (page 6) for the details on each section of
the Amendment to Financial Assistance Award page.

Version 2.7
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Edit Special Award Conditions

1 From the Review Amendment task action drop down menu, select Edit Special Award

Conditions followed by Submit. This option allows you to view/edit the SACs. To view the
previous workflow history and comments, select the link entitled View previous workflow
history and comments. If you would like to enter comments, enter and save the comments

in the COMMENT field before submitting the action.

Inbox HFAl‘ i

Welcsmne tn Grants Online Lamss Hawis
T Amendment - NAO6NMF4330012
Td: 2024926
Creator:

* Motifications

* Archive
Nazir Finamen
= T nshcs status: Amendmant Review Amendment

¥ Send Message Last Edited User: Nazir Finaman

* Manage Workflow

System Manage
(e T

Log OfF

Create Date: D5/31/2006

Mot Started  Status Date: D5/31/2006

Return to Grants Specialist
View Amendment Details

Task: 3.
== Action:  [Pleass select an action B sunmin |
. [ Approvs
< nt: -
amment it Special Award Conditions
Reject

spell Check

2. The Special Award Conditions page is displayed. Select the Create from Scratch link to
create a SAC from scratch. Available SACs are listed under Available Special Award
Conditions. SACs that are pending approval are listed under Pending Special Award

Conditions.
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3. Upon selecting the Create from Scratch link, the Special Award Condition Details page is
displayed. Inthe NAME field, enter the name of the SAC and in the DESCRIPTION field,
enter a description of the SAC. To save the SAC, select Save followed by Done.
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4. To view an available SAC, in the Available Special Award Conditions section, select the
name of the SAC from the first column. To select the available SAC, select the Template link
from the Options column for the SAC you would like to add.

Available Special Award Conditions
WETHT=] Description Options
ward  MULTI-YEAR S&C for Mew Awards and smendments {sxcept final year) Add the Template
word [FEVISED) before the Sac for Amendments. The only revision for amendments
would be the funding amount available {i.e.,
This award number <aWARD_NUMBER:=, to <RECIPIENT NAME=, supports the work
described in the Recipient's proposal entitled <PRCJIECT TITLE= dated <APPLICATON
DATE>, which is incorporated into the award by
Spacisl For Increases: When tha Faderal share of a grant or cooperative agreement award Template
o0 is increased to not more than 5% of the reguested amount, the following language
will be included in the award documen
For Reductions: When the Federal share of a grant or cooperative agreemeant
award is 5% or less than that requested due to Congressional recision and/or other
reguired reductions, the following langu

Partial
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5.

6.

Upon selecting the name of the SAC, the Special Award Condition Details page is displayed
and includes the details of the selected SAC. Select Cancel to return to the Special Award

Conditions page.

|-.==a Hagder Inlommathon

Dacimand I

| serrancam Typ: astengramn:

| e g e ARG -G SO0 Annlgnas Fragram QML

| Live On u B SR DAY sl rogram Diice: l Haor P

| a5 sacm: TE— Aincnmgetitive BSd Tyge:  Congrarasraly lnacis:
| Flocal Yean e

TS R

Application Header Irdormatian

agplicatian 0 11358
sgplicant Spom W)
Frafect rit: =

Frogram (e L
Fudural Fusting Repebad:

o

() sppluanion S moekn Goe o

il st rac

Apphoant Type
TUNE Surrbsar
Thps o tsbrensian
Typs o Appitcation:

Epecal Awand Condtien Detss

Upon selecting the Template link, the following page lists the Name of the Special Award

Condition, as well as the details and is editable. To save changes, select Save followed by

Cancel.

Special Award Condition Details

Marme: * [Mtti-Vear Special Award Condtion

P *  [Rad the word (REVT

ED} Befors the Sac far T
=mendments would be the funding amount svailable (i.e., total amount awardsd)
2nc the end date of the funding penod.

i anly reviion For =]

L{MULTI-YEAR} The award pericd and budget(s) incorporated into this award

cover a (humber of years) -yesr pericd for 2 total amount of {Total Federal Award
| smount) in Faderal funds.
to {Totsl amount swarded an the CO 450/461) for this funding period. Receipt of —}

Howswver, Federal funding availsble st this time is limited

any ive funding is i

satisfactory performance, continued relewance to program objectives, and will be

at the sole discration of the Department of Commerce. The Department of
Commerce is not liable for any expenditures, or its which
involve any amount in excess of the Federal amount presently availsble. The
Recipient will be responsible for any and all termination costs it may incur should
[prospective funding not become avadable. Mo legal liability will ewst or result on o

on the ity of funds from Conaress,

Type: Administrative  Pending

[pone | cancel |

Response Required: [ Due Date: (mmidd/yyyyy  Satisfed Date:
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7. The Special Award Conditions page is displayed. The selected SAC is now listed under
Pending Special Award Conditions. Select the Edit or Remove link if you would like to edit
or delete the SAC. Select Save Amendment and Return to save your changes and return to
the task launch page.

ot
Funding Opportandty x
Rumbar: Assigned Program office:

Line Office: Assigned Program oficer: -
REA R Noncompotitive REA Type!  Congrassonaly Directed (Soft Eanma}
Fincal Ympr: zane

Header

agplication 10 At Numbar

Special Award Conditions

Purdirg Syl Avvard Conitivr
fuarne ]

GMD P admrrtratue
Ansaciotud Special Avard Conditions

Blang  nencamp ela traneg o Amsedmen to Ere

Return to Grants Specialist

1. From the Review Amendment task action drop down menu, select Return to Grants
Specialist followed by Submit. This option allows you to send the Amendment to the Grants
Specialist. To view the previous workflow history and comments, select the link entitled View
previous workflow history and comments. If you would like to enter comments, enter and
save the comments in the COMMENT field before submitting the action.

e B — —. —
= .
M Inbox HFil Application | Award | yatein Rl Reparts m

Welcame tn Grants Online Lamss Feyss Log O

» Advisories

Amendment - NAOGNMF4330012

* Notifications

Td: 2024926
* Archive

Creatar: Mazir Finamen Create Date: 05/31,/2005
¥ Tasks Status: amendment Review amendment Not Started — Status Date: D5/31/2006
F Send Message Last Edited User: Nazir Finaman

* Mamage Warkflaw
Tasks

Action:  [pieass selact an action E submit |

| Approve
L+ nt:
amment: e it Special award Conditions

Reject
Return to Grants Specialist
Wiew Amendrmant Details

spell Check
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2. After completing the task the following screen is the Inbox Tasks screen. The following note
is displayed across the top of the screen:

e Task “Review Amendment File — Forward to Grants Specialist” is complete.

Please note, a task to review the Amendment is sent to the Grants Specialist removing the
Review Amendment task from the inbox of the Grants Officer.

Systam |
inistration | C

e

Woiibiaivin b G an b5 Dinbiiie Lamas Revis Luq o
F Advisories

Inbox Tasks

* Notifications

¥ Archive Task 'Review Amendment - Return Lo Grants Specialist® is completa. |

* Tasks
Document Type Status

r— N

F Send Message

¥ Manage Workflow
Tasks

Rejecting an Amendment

1. From the Review Amendment task action drop down menu, select the Reject option
followed by the Submit button. This option allows you to reject the Amendment. To view the
previous workflow history and comments, select the link entitled View previous workflow
history and comments. If you would like to enter comments, enter and save the comments
in the COMMENT field before submitting the action.

M CLLEN RFA | A
Eanrs

Walcame tu Grants Online Lamas Hewis

* Advisories

Amendment - NAO6NMF4330012
1d: 2024926

Creatar: Mazir Finamen Create Date: 05/31,/2008
status: Amendmant Review Amendment Not Started  Status Date: 05/31/2006
* Send Message Last Edited User: Nazir Finaman

* Notifications
» Archive

* Tasks

* Manage Workflow
Tasks

Action:  [please sslect an action B submin |

e nt: |AEEroVE
amment e dit Special award Conditions

Reject
Return to Grants Specialist
View Amendmant Details

spell Check
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2. The following screen is the Reject Award File screen. In the comment field, please explain the
reason(s) for rejecting the Amendment. After entering the explanation, select the Done button.

[ memorts | e
s ol n .

Header In

Award 07/01/2008 -
s Period: 07/93/2008

Ficheries Southw:
office ()

Nazir Finamen 11111111 OMERr  nazir fnamentts

$100,000.00

§0.00 Multi-Year:

Toi
Funding:

Organization Name: - Elactronic Recipient: 1o AsaP Reciplent:

Prograss Repart omi-annualy | Financial Report il
ks drboth Semi-annually i WA

Project Title: GMD Manual 5/31

Reject Award File

Please antar commants

spell Check

3. The following screen is the Amendment page. Please note, upon rejecting an Amendment,
the STATUS indicates the Grants Specialist completed the task and rejected the Amendment.
To view the previous workflow history and comments, select the link entitled View previous
workflow history and comments. Please note, in the Associated Documents section, the
Award file for the Amendment is listed as Award File Rejected. The status is listed as
Rejected as well.

[ e

R —
» Advisories
Amendment - NAOGNMF4330012
1d 2024924
Creator: Feqgina Evans. Create Date: 05/31/2006
[status: Esieciad | Stotus Date: 05/31/2006
* Send Message Last Edited Usar: Begina Evans

* Manage Workflaw
Tasks

This docamnt curapthy as:rin;tasksassdaned o yous Howauar; you may mseoiadl T TeTTTE—

-Amendment Header Information

CFDA o 2 T Program 4 "
e s 11433 Award Flle Perlod:  ri/a - n/a  odre Fisheries Southwest Region |

vy Nazir Finamen presam Officer 123-111-1111 ZPOSRAm OESE i G amanmtest gov
Faderal Funding: £0.00 Non Federal Funding: $0.00 Grants Specialist:  Pegins A Evars
Project Title GMD Manual 5731

3;?.?:!“““" University of Chicago

Multi-vear: No

Sub Documents

Notrung found te display

Associated Documents

award Fila 23 GMD Manual Regina  05/31/2006 Regina Evars Aejectad 05/31/2006
Poigctag 21
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Approving an Amendment

1

From the Review Amendment task action drop down menu, select the Approve option
followed by the Submit button. This option allows you to approve the Amendment. To view
the previous workflow history and comments, select the link entitled View previous workflow
history and comments. If you would like to enter comments, enter and save the comments
in the COMMENT field before submitting the action.

NEAA

Welcame tu Grants Online Lam.s Hewis

* Advisories

Amendment - NAOGNMF4330012
Tz 2024926

> Motifications

F Archive

Creator: Nazir Finamen Create Date: 05/31/2006
* Yok status: Amendment Review Amendment Mot Started  Status Date: 0D5/31/2006
* Send Hessape Last Edited User: Nazir Finamen

* Manage Workflow
Tasks

Action:  [please select an action B submit |

Approwe -
Edit Special Award Conditions
Reject

Feturn to Grants Specialist
WView Amendmant Details

Commeant:

spell Check

After completing the task the following screen is the Inbox Tasks screen. The following note
is displayed across the top of the screen:

e Task “Review Amendment — Approve” is complete.
This action completes the Review Amendment task.

Award |

Hanagement

Welconss te Grants Online Lamar Revis “Lag O

* Advisaries

Inbox Tasks

F Notifications
* Archive Task "Review Amendmeant - Approve " is complete. I

* Tashks
Document Type Status

[an = [open =] apply Filter ==

¥ Send Message

F Manage Workflow
Tasks
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Processing Award Action Requests

Overview In this section, you will learn how to process an award action request in Grants
Online.

Objectives  The processing Award action requests section will review the following
objectives:

e Processing Award Action Requests via the Award Tab

Award Action Requests
|
During the post Award phase there are times, when you will request an action on the Award.
This section details the steps form completing an Award Action Request. The process for
completing Award Action Requests is very similar but certain Award Action Requests create
Award Files and Amendments in Grants Online and others do not. The chart below lists the
Award Action Requests that create Award Files and Amendments in Grants Online as well as
those that do not.

No Cost Extension - Without Invocation of Expanded

Authority Yes Yes Yes
Change in Scope Yes Yes Yes
Transfer of Award Yes Yes Yes
Other Yes Yes Yes

Sub award, transfer or contracting out of any work under

the award if not described in the approved application Yes Yes Yes

Reprogram or Rebudget Yes No No
This Request is sent to the
Grant Specialist, Grants
Extension to Close Out Officer, and CAMS for No No
approval.ltis NOT sent to
the Program Officer.

Change in Principal Investigator Yes No* No
Change in Institution Name Yes No* No
Change in Key Person Specified in the Application Yes No* No
Satisfied Special Award Conditions Yes No No
Transfer of Funds allotted for training to other categories

of expenses Yes No No
Pre-Award Cost Yes No No
Equipment Purchase Yes No No
Foreign Travel Yes No No

Sole Source Contract
Absence of more than 3 months or 25% by project director

or Pl Yes No No
Inclusion of cost that requires prior approval based on cost|
principles Yes No No
No Cost Extension Invocation of Expanded Authorities This request is sent only to

CAMS No No

* - After the Grants Officer approves the Award Action Request a task is sent to the Recipient System Administrator to update the
change in Grants Online.

Version 2.7

38



Grants Management Division, Grants Online Training Manual, Amendments and Award Action
Requests

1 Select the Award Tab.

2. Select the Search link.
3. Search for the Award by entering either of the following criteria:
e APPLICANT NAME
¢ AWARD NUMBER
After you have entered the search criteria, select Submit.

4. The Award is displayed in the search results. From the search results click on the Create
Award Action link listed in the Award Action Request column.

Welcome tu Grants Online Lamar Revis Log OIf

* Search

Search for Award

epplicant name: [ ]
fward Number: [NADEMMF4330012

Please use the above fields to narrow down your search,
Award Number Searches are not case-sensitive, and award numbers can be partially filled in to get all matching results,

s|Partial
unding

* Search Reports

* Manage Recipient
Usars

Search Results
One jtem found, 1

Enforcement|Award Manage
Action  Award
Req;

niversity GMD Accepted Enforcement
a Manual
chicaga 5/31
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5. Click on the link of the Award Action Request you wish to initiate (they all have a similar
process). Please note that the list displays all the possible Award Action Requests that
can be created for the Award. Therefore, when completing the Award Action Request and
selecting the Save and Submit action on any of the subsequent pages initiates workflow.

For the purposes of the manual, we will select No Cost Extension — Without Invocation
of Expanded Authority.

GFDA e Aveard 07/01/2006 - Program Fishenes Southwest Region Program
Number: Periad: 07/01/2008 Office: Office (SW)
Program ¢ Finamen  Program oOfficer e Program Officer e DR e
ors Hazir Finamen  HrOgIAr M- Brogre azir. finamendtest. gov
Total Federal Total Non Federal ;
Fomding: $100,000.00 Fleang; 30.00 Multi-Year: ves
organization Name: | Elactranic Recipint: 1o ASAP Reciplent:
Progress Report Financiol Report E
Frequency: Fraquency: -
Project Title: GMD Manust 531
Award Action Request Index - NAOGNMF4330012
Na Cost Extensian - [nvocation of Expanded Authonty

nat the above listing contains all the possible Award Action Requests that can be created on this Awa
o create Award Action Requests is gven to all grantee users, they can only be forwarded to the agency by the Authorized

6. Enter the extension date and provide the justification in the JUSTIFICATION field. Select
Save to capture the changes.

[Grant Information
CFDA 1433 avrard 07/01/2006 - Program Fisheries Southwast Region Program
Number: Period: 07/01/2008 fice: Office (SW)
Program Program Officar TR Pragram Officar
Srog:on Mazic Finamen  Frog"e! - Prege nazir. finamenprest.gov
Total Federal Tatal Non Federal = &
Funding: $100,000.00 Funding: $0.00 Multi-Year: Yes
Organization Name: 1 sk Elactronic Recipient: 1o ASAP Recipiont:
Pragross Report oAty | Financial Report
Fraquancy: SemicAnnuafy ¢ raquency: L
Projact Thie: GMD Manual 5/31

Mo Cost Extension - Without Invocation of Expanded Authority - NAOGNMF4330012

No Cost Extension - Without Invocation of Expanded Authorit

Extension Date Month |[JANUARY ¥ vear 2006 ¥ Day

[Enter Justification here.

Justification™

Fezam ] IETIIEITE

{For this request to be considered complete, you MUST attach a budget of remaining funds)
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7.

The Attach Files link is now displayed on the screen. To complete a No-Cost Extension
— Without Invocation of Expanded Authority, the budget of remaining funds must be
uploaded and attached. Select the Attach Files link to upload a budge of remaining
funds. Once the file is attached select Save and Return to Main. Upon selecting Save
and Return to Main, an Award file is created for this Award. In addition, within the Award
file, an Amendment is created and includes the workflow. A task is also sent to the
Program Officer to review and approve the Amendment. The following pages detail the
steps to view the Amendment workflow history.

| oy N

B e L =T P “Log o
srant In a
CFDA err Aveard 07/01/2006 ~ Program Fisharios Southwest Reg
Numbar: Pariad: 07/01,/2008 Office: Offica (SW)
Program e Program Oficer i Proarom Officer 5 ,
fird o Nazir Finamen  progres 111-111-1111 Emall: nazi, finamenditest, goy
Total Fedaral Toral Non Faderal .
Fantge f100,00000  [oLelNor $0.00 Multi-Yaor: Vs
: of e :
Oraanization Name: [ " ABAP Reclplont:
Progross Repor i vy  Financial Report
Froquency: SemEANUAY Eragqueney: LS
Project Tithe: GMD sanual 5/31

No Cost Extension - Without Invecation of Expanded Authority - NAOGNMF4330012

Piease click this icon to view or sdd comments to this request that can then be seen by other users viewing this request E

Mo Cost E: without 101 E Authority
Extension Date Month |January ¥ vear 006 ¥ pay [S1

[Entar Justification here.

Justification®

Il svenchock ]

I I (For this request to be considered complete, you MUST attach a budget of remasming funds)

‘Bawa and Raturn to Main
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8. The following screen is the Award Action Request page. Scroll down to the Associated
Documents section and select the ID link for the Award file in Progress.

—
RFA | Application [ L] Account | Reports | Help

Weliame te Grasts ules Fegina Frans

Award Action Request -NAOENMF4330012

“Low OFF

T L T
Craator: Regna Evans Craate Date: 0505 2006
Btatus: Award Action Request 1N Prograss Btatus Date: 05/05/2006

Last Edited User: Ragna Evans

This decument currently has no tasks assigned to you. However, you may

—Award Actlon Request Header Infarmation

CFDA Ahlane Aveard 04/01/2005 - Program
Numbar: : Pariad: 03/31/2006  Office:
Program s sl rrogram Officer . . .. Program Officer
Orfficer: Pl Email;

Total o
Total Federal i
Funding: $50,000.00 Foderal $70,393.00 Multi-Yoar:

Furving:
Delaware Department of Natusal
Organization a e s i T

zourcas and Enviranmentsl eeusranakle

vas ABAP Recipient:
Mame: i Racipiant:
control, Division of Fish and Wildlife P
Financial
Progress Repor 4
el Semi-annualy Report Hin

Froquaney:
Projact Title: Atlantc Sturgeon in the Delawars River

Sub Documents

Grants File System 5/06/2005 System Approved 08,
ACEount AEeount

award Fila atlantic Sturgeon Systém  DE/DS/R006 Systam 0] 05,/05,/2006

In Frogress the Delaware  Account ACcount  Progress

iy ar
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9. The following screen is the Award File in Progress page. Scroll down to the Sub
Documents section and select the Amendment ID link.

Welkzma b Grasts Galins flagin

Search

|n.ward File In Progress - NAOGNMFA42320012 |

Search Reports

T: 2047758
Manage Reckpient K
Users Croator: System Account Create Date: 06,/05/2008
Status: Award File In Progress [N Progress  Stotus Dake: 06,05/2006

Last Edited User: System sccount

Ths document currantly has no tasks assigned to you, Howewar, you may view | 4 f higtory

Pending Actions \/

Mathing found to digplay

Award File Header Information

i 11.406 Avrard File Period: Hi& - & gt el

Number: oifica: Office (NEH
Frogram : . Program Officer il R Program Officer

Officar: Daindre fmbal  ppnEE 97e-zai-az90 e deirtire kim
Fadaral 3 i

Funding: §0.00 Non Federal Funding: $0.00 Orants Specialist:  Fegina &, §

Project Title:  atlantic Sturgean in the Delawane fiver
Organization  Dalawars Department of Natural Rasources and Enviranmantal
Matne: Control, Dowision of Fish and 'Widife

Multi-vear: ko

Atlantic Systam  D&M5/200E System  ProgramOfficeractions  OE/DS/2006
Sturgean in the  Accaunt Account Mot Startad
Delawars Piver

10.  The following screen is the Amendment page. Please note the status of the Amendment
is Amendment Program Officer Actions Not Started, which indicates a task has been
sent to the Program Officer. Select the view previous workflow history and comments
link to view the previous workflow history.

-

Yo

M s Account
] oo

Weelcome to Grawts Orfine Regina Evans

-

System Manage |
Administration | Certifications | R°PO't® | Help

Log OFf

¥ Sparch

|AI'I'IBI'IdITIEI'It -NADGNMF4330012 |

Tel: 2047756
¥ Manage Recipiant =
Users Creator Cystem ACcaunt Create Date: 06,/05/2005

|S‘tatus: Amancment  ProgramOfficeractions Not star'.edl Status Date: 05/05/2006
Ty La ALCAUTT

F Sparch Reporis

Thiz document currently has no tasks assigned ta you, However, yau mav_.l vigw previous workfow history and comments =z I
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11.  The following screen is the Amendment Workflow History page. The workflow also
indicates the Program Officer currently has a task entitled Review Amendment. The
Review Amendment task allows the Program Officer to forward the Amendment to the
Grants Specialist for review and approval. Upon review and approval, the Grants
Specialist will then forward the Amendment to the Grants Officer.

Account
Inbox | RFA | Application SLIVEL HarapeT et

Welcomia to Grants Omlias Riging Evans

“Log Of

Amendment -NAOGNMF433001 2 WorkFlow History Page

nt jten found.
Date started[pate Compistedperiormer |Role |action Taken[Current status
Review Amandmant Dairdra Kimball ProgramOfficer Not Started
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